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Introduction

Event - a learning event or course, usually in a classroom/laboratory (e.g. Safety

Team Training)
Session - a specific occurrence of an event (e.g. Safety Team Training on 25th

February 2017)

This guide is intended to show you how to add a new event, and how to add sessions
to events. You can add a session from the past to record previously completed
training, or you can add a session for a future date, to allow people to book the

training in advance.



Events

Creating a New Event

1. Select the Classroom Events > Manage Events & Sessions menu item

2. Click on Create New Event

3.

Manage Events & Sessionsm

Manage Events & Sessions

[ waitiists ] [ Exception Requests ] [ Interest Tracking | @

Search all events

® Search for all events ' Search for all sessions

Event niame [fopic & [vendor 2

All Languages -

or search for sessions directly by using Classroom Session ID number

Classroom Session 1D Number ! View Active Events Only

& Create New Event| 3F Export to Excel
Events W

There are 4 tabs that need to be clicked on, to fill out the details required for a

new event, as follows:

Properties

Fill in the following fields:

Event Name

The name for your training course

Vendor

The organisation delivering the course. Select ‘University of York’ if a more
specific one is not listed.

Training Hours

How long is the course?

Description

A description of the course, which will be shown to users when they view the
course details.

Objectives

What outcomes can staff expect once they have done the course?

Topics

Select one or more appropriate categories for the training

Options

Tick all three options:



o Active
o Allow users to attend multiple sessions
o Allow interest tracking
e Ability to select sessions
Select both options
o EndUsers
o Admins and managers
e Training Contact
Who is delivering the course?

e

How to be Great at Everything 2
Event number: | @
[Training Hours: |7 hour(s) [0 minute(s)
Object ID: ¢751e3f5-9e0g-4e2¢-D079-895064d 13200
Description:| T~ ————— = 2

Tired of being at bit rubbish? Find out how to:

« Besreat
« Be Awesome
= Be Amazing

./ Design | €> HTML

Resources: Add Attachment &
No attachments have been uploaded for this Event

Obiectives] 51 = = 2

By the end of this course, you will be able to-

« Do your job in half the time
« Delegate like a pro
~ Be your own boss

|/ Design | €% HTML

Available languages: | English (UK} | = | Tick all the languages contained in the content of this event @@
Default Language: English (UK) : This is the language in which the event is shown to the user if this event's information is not localised into their language
Course ID: [
Training Type: | Select
Resources: @ Add Material
Type Title Location Notes
+ Acd Topic
T Staff D Personal and
Competencies: @ Add Competency
Skills: o Add Skill
#| Active ¥ Allow Users To Attend Multiple Sessions ¥/ Allow interest tracking @
Ability fo select sessions: [Controls the visibility of the “Select session” link for an event on an end user's training record and training details
[#IEnd users ¥/ Admins and managers
Keywords: 2

Training Contact: DUNCAN HARDY duncan hardy@vyork ac uk &) T
‘Created By: DUNCAN HARDY on 15 January 2018
Last Modified By: DUNCAN HARDY on 15 January 2018

Availability

This controls who can view the training in the LMS. Select All Users to make the
training available across the University, or select Department to target the availability
of the training to a particular department.

NB - if no availability is defined, then the course will not be visible in the LMS.
oo,

| Gopy Availability To New Sessions

AVAILABILITY
Select Criteria ¥ | & Create New Group
REMOVE CRITERIA INCLUDE DIRECT REPORTS PRE-APPROVED REGISTER UPON APPROVAL REQUEST FORM

T Al users in Corporation: University of York (University of York) v a 5 Please select a Raguest Form 7 |




Pricing
This tab is not used

Session Defaults

The values entered in this section define the defaults when a new session is created.

However, these can always be updated at the session level if required.

Registration

REGISTRATION

Advance Registration: 4 ajiow Advance Registration for Interested Users
Advance Registration fasts for [0 | days after session s created

| Users are Pre-Approved
egister Users on Approval

[Day(s) v |[Before v | first part of session starts. {Request and Register)

Registration Deadline: |

Before: (Session Start Date and Time — Timing Selected Above = Registration Deadiine)
After: (Session Start Date and Time = Timing Selected Above = Registration Deadline}

Minimum Registration

Maximum Registration
Course ID:

Enrolment

ENROLMENT

Once users are registered in this session, some enrolment optians may not be available.
® None
Place enroiment restrictions
Manage reservations and restrictions

Waitlist

WAITLIST

Waitlist: (4] Allow waiting list for sessions in this event
¥/ Allow Auto-Management of waiting list
*) Grant watting list opening to one user at a time based on priority
® Grant opening to all users on the waiting list at once for first come first served registration
Auto-Register User upon Granting Waiting List

All other sections can be left as they are.



Sessions

Browse and select events

4. Select the Classroom Events > Manage Events & Sessions menu item

5. From the list of events displayed, click on the calendar icon for the event that

you wish to add a session for:

(13 resur

Event Name Topics Vend Language(s) Tentative Sessions Approved Sessions. Completed Sessions Evaluation Options g
Chem Breathing Apparatus Healtn, safety and weifare Chemistry Engiish (UK) [ o 0 @B @30
Chemistry Fire Extinguisher Practice Health, safety and weffare Chemisty Engiish (UK) [ 1 0 =@ B@a
Departmental Inguction (Chemisiry) Ingueton Cramisty Engish (UK) o 0 0 2@ Z@a
Gas Cylinder Usage Healtn, safety and weifare Chemistry Engiish (UK) ] 0 0 z2EA zan
Lasers Haaln, satety and wefare Cremisty Engish (UK) [ 0 o 2 22
Nitrogen Healtn, safety and welfare Chemisiry English (UK) a 0 0 = 4= Y
Pyrophoric Chemical Safety Health, safety and welfare Chemistry English (UK) ] 0 0 =zE 220
Radioactive Healtn, Chemisty Engish (UK) o 0 0 2@ Z2a
Healin, safety and welfare Ghemistry Engiish (UK) ] 0 0 =2E 230
Heall, safely and welare Cremisty Engish (UK) o 0 6 2E z23@
Healtn, safety a1 Chemistry Engiish (UK) o o 0 z@ 7:g= Jui|
Chemistry Engiish (UK) 0 0 [ (4] 230
Chemistry Engish (UK) [ 0 0 @@ i ]

NB - by default, completed sessions are not displayed. To display past
sessions, tick the completed checkbox, and then click search. The list of

sessions will be displayed:

)
Day Starting date End date Session 0 Classroom Session ID Numby Locat Enroiment Evaluati Stat Opii

Toescay s P mo Cremisry saton 2E> Completea sEeEx

Morday a0ty 2te014 209 cremisty Tot 100 2@ Compieted SEBEx

vonasy ey xivcerd o Cromsy o 2B Conpites s@Bax

Thursaay e Coon il 7205 Chemisty 1ot 100 2B Compieted BEBER
Wednesday S 203 cremsiy Tor100 2B compete SR

..... v 032008 sousrzo0s 701 E— 20100 ZE Compitea sEB@x

7. To add a new session, you can either

a. Copy an existing session - this is the most straightforward, as this will
copy all of the details, allowing you to alter the bits that you need to
change.

b. Create a new session - allows you to add the details from scratch.






Copying an existing session

1. Click on the Copy Session icon for the session that you wish to copy:

¥ Tentative @ Approved @ Compieted ([ Canceted

Starting date: =10 a

)

(8 search ] g
o Create New Session

(6 resuits)
oay stnung cato end uste sessioni Classroom Sossion 10 Numbar Locaton Envotment Evanation status optons
30092012 30092014 2 =5 =
Tuesday S R 7210 Chemistry 50100 ZHE= Completed &
sovez0re saceon . . 2 @e
Mongay S e 7208 Chemistry 1o 100 BB Compieted 82
soma013 s00am013 : sy . 28 Zan
ienday At s 7208 Cromisry T0t100 2@ Compietea SZARx
= pr 2s0am01a T 7 % a
Thursay s s 7208 Cremity 1o 100 2@ Campicted sSPREK
. a0z srozn § . oy 298
Wecnescay S A 0 Cremisty Tor100 2B Compietea LR
s 2o0a00 39057000 o1 Cremty 201100 2@ Conpites =2oRx

2. Click on the Edit icon in the Parts Schedule section:

Safety Team Training
Created by DUNCAN HARDY on 091082017

Sessions may be composed of an uniulad number of separata Farts or seheculss. WNan 3 user fagters for (his session, they wil be aulomatically enolled in each part. I ths Session i made up of Muliple parts, enter sehedule Information for eaen part saparately By cleking "ASd ParT” and entering the informaton on the new Ine. To ehaek for loeaton,

o s PR S
m @ Add Part > View Events Calendar 38 Export to Excel @@ Check Timetable Clashes @ 30/09/2014 @ Apply

save | [[cancel | [ Next»

3. Select the start and end date for the session, and then click on Save Part:

Safety Team Training

- Created by DUNCAN HARDY on 08/08/2017

Session Edit Part
Parts Schedule Name: [{ 2

Details Description: 8
Availability Location: [chemistry x| Select Room Layout Add Equipment
E-mails
DATE AND TIME
Pricing
Sl C@: 1/2014 [ End: '14ﬂm
i [10:00 AR ] MNovember, 2014 »
Start Time:
Mo Tu We Th Fr Sa Su
Time Zone: [ (GMT) Dublin, Edinburgh, Lisbon, Lo| 2>/ 28 25 30 31 1 2\ [J Display Times in Time Zone of User
3 4 5 e T e
Part Duration: 2 Hour(s) O Minute(s) 0 11 12 13 15 16

17 18 19 20 21 22 23
24 25 26 27 28 29 30
Part Duration - Break(s) = Training H 12 3 4 5 6 7

PART BREAK ¥

Today: August 9, 2017

PART OCCURRENCE

Occurs

* Once
Daily
Weekly
Monthly

Duration
’7 Starting date: 14/11/2014

(| save Part )[ Save & Add NewPan] [ Cancel ]

4. Asyou are copying an existing session, you should not need to edit any of the
other details listed in the box on the left side of the screen. However, you may
wish to check the Registration section under the Details tab if you wish to
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alter the Maximum and/or Minimum Registration number (see point 5 under
“Creating a New Session”, below).
Click the Save icon.

Safety Team Training
- Created by DUNCAN HARDY on 09/08/2017

Sessions may be composed of an unlimited number of separate parts or schedules. When a user registers for this session, they will be automatically enrolled in each part. If this session is made up of multiple parts, enter schedule information f
eguipment, or venue timeiable clashs befween your sessions or with other scheduled sessiens, click "Check for Timetable Clashes.”

w Me Parts Schedule
Parts Schedule & Add Part > View Events Calendar 38 Exportto Excel @ @ Check Timetable Clashes @

Session Sh

Detail
s Status Day Part Name Starts Ends Training Hours Location
Availabil
[ ] Friday 1 14/11/2014 14/11/2014 2 Hour(s) 0 Minute(s) Chemistry
E-mails 10:00 GMT  12:00 GMT
Pricing
Summary

5. The new session appears in the list:

(7resuts)
Day Starting date End date Session D Classroom Session ID Nember Location Enrolment Evaluation Status Options.

[ pnems e Wi 7280 Chemistry 0of 100 EZE] Approved =2ZeEx |
ot e smaois = cronity s 2@s conpiaes e
e ] 0032014 720 " o0 T P szER*
ot oo s e ity wor0 e fS— szoEx
o s s = ety e 2Es canotses seoEx
Wednesday suinane ik 7203 Chemisiry o100 BB Competed SZBRx
ey sonne ansace = o 2t @@s conotans s@aRx



Creating a new session

1. Click on Create New Session:

2. On the Schedule Wizard section, select Once, and choose that training date:

Departmental Induction (Chemistry)
- Created by DUNCAN HARDY on 10/08/2017

mary section wil display the summary for one of More Sessions

gornerstone

3. Onthe Parts Schedule section, add a description and location (optional), and
a start and end time.

Click Save Part

Departmental Induction (Chemistry)
- Created by DUNCAN HARDY on 10/08/2017

Add Equipment

fizoopu v}
.....

Part Duration: 2 Hour(s) 0 Minute(s)

PART BREAK

Part Durat

Training Hours: 2 Hour(s) D Minute(s)
PART OCCURRENCE

® onea
Daly
Wesky
WMoty

Dur

4. The parts schedule is listed, showing start and end time. Click on the Details
tab.

Under the Registration section, ensure that all three checkboxes are ticked

for Advance Registration, and enter the Minimum and Maximum Registration

number - this will determine the number of people who can register for this
session:
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Chemistry Fire Extinguisher Practice
- Created by JING WOOD on 21/09/2017

Parts Schedule

Session ID: :2016‘100? 2 Classroom Session ID Number: 7433
Availability Credits: |0
Exmaile Request Form: Ple?lse_ sel_egl_a Rauugs{ Ft_|_rrr]__'_ |
o Required Training Approvals: [3 "|Place a value greater than O in this box to require this number of fraining approvals for all users who request this trai
Pricing changes to this field will only apply to users who do not have this cohort on their training record
Summary Required Completion Approvals: (4 Place a value greater than O in this box to require this number of training completion approvals for all users who com
- ‘Completed. If this box is blank, the LO will not require completion approval. NOTE: changes to this field will only apf
Course ID: [Ghem FE 2

Training Contact: JING WOOD jing.wood@york.ac.uk IR |

RESOURCES @

Add Attachment &
No attachments have been uploaded for this Session

€ REGISTRATION

Attendance: |q | of 1 parts must be marked as attended for a session, to be marked completed in the user's training record

Advance Registration: (¢ Allow Advance Registration for Interested Users

| Users are Pre-Approved
# Register Users on Approval
'.D- 1 is the number of days Advanced Registration lasis after the session is created.
Registration Deadline: 3 Dar[s_) v | Before v first part of session staris. (Request and Register)

Before: (Session Start Date and Time - Timing Selected Above = Regisiration Deadline)
After: (Sessien Start Date and Time + Timing Selected Above = Registration Deadline)

o 1

Maximum Registration: |10

Minimum Registratiol

@ ENROLMENT

Scroll to the bottom of the screen and click Save

The remaining sections (availability, e-mails, pricing, summary) are either
inherited from the event, or can be left at the default values and should not
require any further changes.

Click Save

Departmental Induction (Chemistry)
~Created by DUNCAN HARDY on 10108/2017

‘Sessions may be composed of an unkmited numGar of separate arts or Schedules. Wnen a user fegisters or tis session, they wil be automatically enalied in each part If this session is made Up of mutiple parts, enter schedie INfaration for each part separataly by clicking *Add Part” and entering the Information on the new ine. To check for location
‘equiDMent. or venue tmetable clasns beween your sessions or wih otfher schedued sessions. clck “Check for Timetable Clashes.

Schedule Wizard 5 AddPart s View Events Calendar 3£ Export to Excel @@ Check Timetable Clashes @
pets Seimde Status Day Part Name Sats  Ends  TminkgHows  Location Trainer Options
Deails —
° Monday 1 ATY2017 14002017 2 Hour(s) O Minute(s) GIAI02 @@
Availsbilty 1000 GMT 1200 GHT
E-mails
Piicing
summary a8k Cret-D

The new session is added to the list:

% Tentaiive @ Approved # Completed [ Ganceliea

<stoom Sessicn D Numbe Starting date: =K [=]

== E}

g

eten ]

(rret)
Day Starting date End date Session ID Classroom Session ID Number Location Enrolment Evaluation Status. Options.
o T " » T . T
o o 281 o2 0ot 100 RES Approved CEEED]

[ oncay
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Adding people to the training session

1. Select the View Roster icon:

(7 resuits)
oay Saring date P e M e S
Froar e 1 0 Chemsy oot i00 28 pr—
Ty sunonoe sowenvie 0 Cremsin serioo eEs p—

2. Click on the Add Users icon, and, in the pop-up window, search for the person

by last name and/or first name:
-t try - Team Drive X/

& Secure | https://york-ac.csod.com/common/popups/SelectOrgUnits.aspx?gs=%5e%5e%527RZrNMIIVthQasMBBErQzdVQi... [(§E890c3bdeventid=b

 Select User LMS FZ Zendesk Do

Search is limited to 1000 records only

T 1 —
Last Name: | | ID:| | Manager's last name: | |

First name: i User Name: [ ]

[% Achieve your potential: york-ac -

(1 resuft)

Search Resulis

ADD NAME IDENTIFIER iD USER NAME MANAGER

/\Q‘:" 3 Chemistry {Department]
5 UNSWORTH, WILLIAM RICHARD TAYLOR (Manager) wpuS00 TAYLOR, RICHARD

Close

USERS

[ Print Sign-In Sheet (& Add User$) g5 Withdraw/Move Users

Name & User ID Organisational Unit(s) E-mail

Click on the plus icon to add the person’s name on the list. Repeat the search
and add process until the list of attendees is completed.
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3. Click on the Done icon:
[ Achieve your potential: yur’sc—ac.—éoogle Chiome " & 7 T ww— - - T - =dieil i

@ Secure | https://york-ac.csod.com/comman/popups/SelectOrgUr
Select User

ZrNMIIVEthQasMeBErQzdVQi...

Search is limited to 1000 records only

Last Name: ID: | Manager's last name: |

First name: User Name:

Selected User

REMOVE NAME 1D
| UNSWORTH, WILLIAM 36772
(1 result)
Search Results
ADD NAME IDENTIFIER D USER NAME MANAGER
| N/A UNSWORTH, WILLIAM E?EFTA?BYT{E:LPSEEE::;Q@) 36773 vpuS00 TAYLOR, RICHARD I

javascript:_doPostBack('DoneButton’,”)

4. The users will be added to the list, in the Pending status.
Untick the Send emails checkbox, and click on Add Pending Users to Roster:

Session Delegate List

Delegate List |

[ Atendnce and scorng

Inventory nassigned (D) Pending payment (0) Exception Requests (0) Waitlisted (0) | 5 | 36

Session Status:  Approved
Session Start Date: 14/112014 10:00:00
Session End Date: 14/11/2014 120000
Seats Available: 1001100

Atiachments: [ Ghoose file | No file chosen Upload

RESOURCES

Add Attachment &

No attaehments have been uploaded for this Session
SCHEDULE

USERS

§Gd pending users 1o Roster | 1 send emal>

Name UseriD Classroom Session 1D Organisational Unit(s)

Status

UNSWORTH, WILLIAM 8773 7280 Chemity (Dogarmenty 2enaing a

[ Print Sign-in Shest @ Add Users g WithdrawiMove Users Show Witndrawn/Removed Users (0 results)

Name ~ User D Organisational Unit(s) E-mail Attendance Score. Pass/Fail Status. Options

5. Next, record the attendance.
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Recording attendance

1.

2. Note the message and click OK:

Click on the Attendance and Scoring tab, tick the Attendance checkbox for
each user, and the click on the Submit Roster icon:

NB - make sure to click on Submit Roster to ensure that the training is marked
as completed.

Safety Team Training

Atiendance, {124 anc a user has tne stalus ‘Complete’ The admin may

he numer of pats required for se

ce from the VLT prowicer. Atiendance from the vILT provider wil appear below. 2. Use *Submit Roster” to submit attendance, scoring and pass statuses for users who have complefed the number of parts
dance from the vLT provicer

Finaly, after following the two steps above, t manually Update 3 users attendance: 1. Make the appropriato changes. 2. Use “Update Attendance” t5 5ave the changes. 3. Use “Subm# Roster” 30ain to submit attendance, scoring and pass statuses for Users who have complated the number of parts required for Session Completion

Parts.

USERS
CheckiUncheck All
Name UseriD Ritendance score Pass. Session comy pletion
UNSWWORTH, WILLIAM w773 @ 3 @ PR

|
| york-ac.csod.com says: x|
Your attendance and scoring updates are now being processed, This
process takes approximately 15 minutes or less to complete. Please
remember to resubmit the delegate list if you would like to update the
delegates’ training record statuses to reflect attendance and scoring
changes. You do not need to wait for this process to complete before
resubmitting the delegate list.

3. After 15 minutes, the attendance will be updated:

USERS
[ Print Sign-n Sheet (-7 E-mail Registered Users o Add Users Show Windrauwn/Removed Users (1 esu)
Name & User i Organisational Unifs) Email Attendance score PassiFail status Options
UNSWORTH, WILLIAM 36773 Chemistry (Depariment) william.unsworth@york.ac.uk Tof 1 Parts Attended Pass Completed 28 @@

And the person'’s training record will be updated:
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Training Record: WILLIAM UNSWORTH Options ~

Use the training record to manage all active training.

Completed * By completion date All Types * ing
Search results (6)
gmwrs  Recruitment and Selection (Starts 07/10/2016) View certificate -
L] Completed: 07/10/2016 Status: Completed
Information Security Awareness View omeiificate 1w
Completed: 22/08/2016 Status: Completed
Unconscious Bias Awareness in Recruitment & Selection s Cextiticate v

Completed: 08/08/2016 Status: Completed

Unconscious Bias Awareness View certificate ¥
Completed: 08/08/2015 Status: Completed

Equality & Diversity View certificate S
Completed: 08/08/2016 Status: Completed

Safety Team Training (Starts 14/11/2014) View certificate ¥
Completed: 14/11/2014 Status: Completed

s
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